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KALEEM ULLAH 

MUHAMMAD AYUB KHAN 
54102-7880335-7 
22 nd November 1982. 
Pakistani. 

Noshki, Balochistan. 

H. No.4 Street D near BRSP 
Office Gulshan-e-Janan 
Sariab Road Quetta. 
0346-8390493 
kaleempdma@gmail.com 


Educational Qualifications: 


No. 

Degree 

Univ. /Board 

Marks 

Subjects 

Percent 

1 . 

MBA 

Univ. of Balochistan 

1649/2000 

Finance 

82.45% 

2. 

B.Sc 

Univ. of Balochistan 

413/800 

Chemistry 

Zoology 

Geography 

51.63% 

3. 

FSc 

Balochistan Board 

605/1100 

Pre-medical 

subjects 

55.00% 

4. 

SSC 

Balochistan Board 

418/850 

Science 

Group 

49.18% 


Exnerience and Internship: 

> Working as Financial Management Specialist in Balochistan Integrated Water 
Resources Developnient Project, Government of Balochistan Funded by WORLD 
BANK from 6 ,h May, 2019. 

Specific Tasks and Responsibilities 

The Financial Management Specialist will report to Project Director. His responsibilities will 
indude biit not be limited to: 

Budgeting and Planning 

• Support the project team in preparing annual financial work plan of the project. 

• In accordance witli Government of Balochistan budgeting rules and regulations, prepare 
annual budget estimates and revised budget estimates based on Work Plan/Cash 
























Plan. Submit the budget estiniates to Planning and Development Department for 
inclusion in Balochistan Public Sector Development Program of the relevant year. 
Follow-up for the release of approved budget. 

• Upload annual budget on National FMIS and prepare monthly monitoring reports 
comparing actual expenditure against the budget. Highlight weak performing areas tor 
attention of Project Director. 

• Prepare annual and quarterly disbursement forecasts for all components of the project in 
line with projecfs procurement plan and Work Plan/Cash Plan. 

Funds Management 

• Prepare cash forecasts on quarterly basis in coordination with the project team and submit 
to World Bank for advance and replenishment of advance. 

• Prepare and process withdrawal application in accordance with the Bank’s Disbursement 
Guidelines 

• Track funds and follow up with National Bank of Pakistan and the World Bank to ensure 
timely credit of funds into the projects’ assignment accounts. 

• Make arrangement with commercial banks to provide communities with banking Services 
and facilitate communities in opening bank accounts in the designated commercial banks 
in accordance with the designed fiduciary guidelines. 

• Ensure appropriate measures for refund of funds to World Bank (if required). 

• Prepare necessary documentation and liaison with relevant department for closure of 
project account after closing date or grace period, whichever is later. 


Expenditure/Payinent Processing 

• Ensure compliance with internal control framework (Operations Mannal, Financial 
Management Mannal SOPs and the Bank's fiduciary guidelines ete.) and government 
rules and proeedures while proeessing payments. 

• Analyze, plan, design, implement, and monitor a system to augment internal Controls in 
line with best praetiees in the process of payment and expenditure management. 

• Apply pre-audit eheeks on all payments before payment from the assignment account(s) 
including budget availability. sanetion of c-ompetent authority and compliance with 
applicable financial rules & regulations. 

• Ensure that No Objection Letter (NOL) is obtained from the Bank for every prior review 
aetivity before proeessing any payment. 

• Ensure that only eligible payments are forwarded for Project Directofs approval and 
drawing funds from the assignment account. 

• Manage financial aspeets of the contracts under implementation, including payment 
terms, purehase orders and variation orders. 


Accounting and Record Management 

• Record all transactions timely and accurately in the books of accounts (both in Pak 
Rupees and USS ) and ensure that no expenditure remained unaccounted. 

• Maintain accounts on cash basis as per government accounting procedure i.e. New 
Accounting Model and CGA’s approved Financial Management Manual. 

• Maintain PIFRA SAP R/3 (National FMIS) Software and work to integrate BIWRMDP in 
the National FMIS as per legal requirements 

• Oversee the process of entering transaction level data in National FMIS and generating 
vouchers from the system 

• Ensure up-to-date maintenance of adequate registers, books of accounts and records in 
appropriate order and format to meet the government and donors* requirements and to 
facilitate classification and analyzing the financial information for monitoring the 
projects progress. 

• Prepare supplementary record which provides timely and up-to-date financial information 
of civil works and consultancies. 

• Maintain imprest of petty cash and ensure maintenance of separate petty cash book and 
petty cash vouchers and compliance with petty cash SOPs approved by the World Bank. 

• Prepare monthly bank reconciliation statements of assignment account(s) both in Pak 
Rupee and USS. 

• Reconcile the expenditure on government prescribed format with Accountant General, 
Balochistan on monthly basis. 

• Prepare and process monthly payroll and submit to Project Director for approval prior to 
making any payment under salaries. Ensure proper payroll Controls are applied and the 
payments are made directly in the Bank accounts. 

• Ensure that the fixed assets records are maintained for both the projects identifying 
location and user of each asset and arrange for the annual and periodical inventory of the 
assets and updating of the records. 

• Ensure safe custody of all Financial records for review by Bank Missions, third party 
monitoring agents; and external & internal auditors. 

Financial Reporting 

> Prepare Quarterly Financial Summaries and submit to Project Director and the World 
Bank in time for review and approval. 

• Prepare annual Financial statements as per Cash Basis IPSAS and submit to the Auditors 
within two months of the close of the Financial year. 

• Prepare periodic Financial reports specified under the under Legal Agreement or 
recommended by the World Bank. 

• Capacity building of Financial management staff through a systematic in-house training 
program that needs to be designed within 4 weeks of induction as the Financial 
Management Specialist. 

• Ensure that all government Financial reporting requirements are complied with, 
specifically: 




a Schedule of Cheques prepared and submit.ed ,0 Project Director for onward 

— - sap 

P a ymera as P e. ™ p^ a., —,» 

d'° J Grant ’Disb urseinent Estimates (Budget and Revised) on EAD format subm.tted 
to Project Director for onward submission to EAD. 


Community Contracting 

. Design fiduciary guidelines in coordination with Procurement Speciahs, for transter 
funds to the communities and submit to the Bank toi clearance. 

. Ärrange trainings for communities and project support staff on imp.ementat.on ot the 

fiduciary guidelines on community contracting. 

. Undertake periodic reviews to review fmancial management arrangements at t e 

. Mta» 'communities in bes, possible way during the conrse of implementation of 
fiduciary guidelines. Particularly in opening of bank accounts ofcommunn.es, 
maintaining adequate and up-toda,e books of accoun.s as speciticd m fiducary 

• Ensure that the communities’ funds requirements are included tn approved plm and, 'hat 
expenditu.es incurred by the communities are in accordance w.th the approved plan. 

. Ensure that the communities timely and accurately submit period.c reports. 

Internal Controls: 

. Suggest strengthening of internal control practices towards Ins.i.utional strengthening. 


Audit 


Make arrangements for timely initiation and completion audit of projects and ensure -hat 
report produced is in compliance with audit requirements ot the overnmen an 

EnTurete projects are adequately reflected in audit plan issued by DG Balochistai. and 
that internal audit is periodically conducted in accordance with the internal aud,, plan. 
Cooperating with World Bank, Government and o.her partners to improve project 
tinancial management, particularly in terms of following up the act.on po.nls ag.ee ,n 
. the project legal documents, during the World Bank supervision m.ss.ons, A.de 
Memoires and the recommendations of external auditors and internal audnors 
Attend entry and exit meetings with external auditors along w.th Project D.recto., 
facilitate timely completion of audits by arranging timely subm.ss.on ot annual Imanca 
statement in appropriate format. supply of informat.on and documents .espon mg o 





queries, initiate actions for holding tripartite meetings and coordinating witli various 
units of PMU in meeting audit objections. 

• Prepare annotated replies or working papers on audit observations raised by external 
auditors and arrange to convene Departmental Accounts Committee (DAC) meeting to 
settle the audit observations to the extent legally and logically possible. 

• Assistance in providing documentation and advice for internal and external audits. 

> Worked as Deputy Treasurer in Lasbela University of Agriculture, Water and Marine 
Sciences, Uthal, Balochistan from 4"’ November, 2015 to 5"' May, 2019. 

Duties and Responsibilities: 

PAY & ACCOUNTS SECTION 

The Accounts Section is headed by a Deputy Treasurer vvlio is assisted by an 
Assistant Treasurer and an Account Officer (Projects), a Section In-charge and 
Ministerial staff. The accounts section looks after the following assignments: 

• Preparation and disbursement of pay to the University employees. 

• Preparation of all account matters of the University. 

• Maintenance and updating all Books of Accounts. 

• Checking and passing of all kinds ot bills / clainis payable from the funds tiie 
University. 

• Payment of bills passed for payment by Resident Auditors in accordance witli 
Prescribed book keeping procedures. 

• Collection of receipts on cash counter and the daily deposit of such receipts in banks. 

• Proper account / reconciliation ot receipts witli bank as per prescribed procedure. 

• Preparation and Authentication of Quarterly and Annual Statements of Accounts. 

• Students Accounts and Cash Office Affairs. 

• Group Insurance matters of University Employees. 

• The account otticer (Project) looks after the payment made under project lieads. 

PENSION AND FUND SECTION 

The Pension and Fund Section headed by Deputy Treasurer Looks after Pension, 
General Provident Fund, Benevolent Fund and all other work related thereto. The 
Pension Section makes payments to pensioners and updates payments on revision of 
rates by the Government. The section undertakes fund management on behalf of 
slibsci ibers so as to ensure tinal payments to retiring / retired university employees. 


BUDGETSECTION 




The Budget Section is headed by a Deputy Treasurer who is assisted by an Assistant 
Treasurer, two Section Incharges and ministerial staff. The Budget Section looks 
after the following assignments: 

Calling and processing of the Schedules of New Expenditures (SNE). 

Convening the Finance and Planning Committee (F& PC) and the SNE meetings. 
Prepares Budget Proposals for submission to Higher Education Commission and the 
Federal and Provincial Governments. 

Processing and implementing authorized Financial sanctions. 

STORES PURCHASESECTION 

The Stores Purchase Section is placed under the control of Deputy Treasurer who is 
assisted by a Procurement Officer, Store In-charge, Store Keepers and Ministerial 
staff. The Store Purchase Section looks after the following assignments: 

• Opening of Letters of Credit. 

• Purchase / Procurement of all kinds of consumable and non-consumable articles of 
store such as fumiture, machinery including vehicles, laboratory and other 
equipments, electrical goods, Chemicals ete. for use in the university. 

• Preparation of inventory of Stores including annual physical stock verifieation. 

> Worked as Financial Management Specialist in BALOCHISTAN DISASTER 

MANAGEMENT PROJECT Funded by WORLD BANK from l st March 2013 to 
31 st October 2015. 

Duties and Responsibilities: 

• Prepare annual budget of the projeet in consultation with technical and procurement 
staff and submit to Projeet Di reetor for review. 

• Submission of annual budget to finance department. follow-up on approval of budget 
and release of funds. 

• Prepare periodic IFRs (Interim Financial reports) on the format agreed with the World 
Bank and submit aeeeptable IFRs to the World Bank. 

• Reconcile periodically the aeeounts of the projeet with the World Bank. 

• Maintaining Designated Account of the projeet. 

• Prepare withdrawal applications and submit to the World Bank after approval of Projeet 
Di reetor. 

• Follow-up with the World Bank for transfer of funds to the Designated Account. 

• Maintain liaison with the Financial Management Expert (FME) housed at the 
Implementation Support Unit being established by the World Bank for MDTF Projects 

• Implement Financial Management Manual (FMM) being prepared by the World Bank 
for all MDTF projeet, in coordination with the FME. 

• Perform monthly bank reconciliation and submit to Projeet Director for approval. 

• Submit details of payments from Designated Account to Accountant General Office on 
daily basis and carry out monthly reconciliation with Accountant General Office. 



• Prepare annual financial statements of the project as per Cash Basis IPSAS. 

• Liaison with auditors for annual audit of the project. Reply to audit observations, 
arrange DAC meeting and ensure that audited financial statements are submitted to the 
World Bank within 6 months of the close of the financial year. 

• Review the financial management arrangement and periodic financial reports of line 
departments maintaining imprest accounts. Ensure that expenditure of line departments 
are recorded in time and are reflected in the project accounts and periodic financial 
reports are submitted to the ISU. Replenish the imprest accounts of line departments. 

• Provide advice to line departments maintaining imprest accounts on financial 
management matters. 

• Review all payment vouchers before payment is made to ensure that payment is justified 
and is according to approved policies. 

• Implement and maintain PIFRA SAP System for project accounting and reporting. 

• Ensure that all accounting record including vouchers, ledgers and cash books are up to 
date and maintained properly. 

• Ensure that accounting system of the project is adequately implemented and used to 
ensure compliance with approved accounting policies. 

• Analyze, plan, design, implement, and monitor a system to augment internal Controls in 
line w ith best practices in the process of payment and expenditure management. 

• Support the Admin section in preparing and maintaining an updated record of project 
inventory and assets. 

• Serve as the primary contact of the project on financial management matters in dealing 
with donors, the World Bank, Accountant General, Finance Directorate, PIFRA, 
External Auditors and any other forum. 

• Prepare and submit periodic management reports as required. 

> Worked as Finance & Administration Manager in Agribusiness Support Fund 
USAID Project Regional Office Baiochistan from 15 th August 2012 to 28 th February 
2013. 

Duties and Responsibilities: 

• Develop and implement Financial System that supports the monitoring system. 

• Submitting budget reports to the higher management of the organization for further 
scrutiny and approval. 

• Participate in the review of the project and any other relevant meetings. 

• Conduct end of capacity building assessments to measure financial management capacitv 
strengthened. 

• Manage organizational cash flow and forecasting. 

• Supervise financial transactions on day to dav basis. 

• Reconcile bank account and investment statements on monthly basis. 
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> Worked as Finance & Administration Manager NCHD (National Commission for 
Human Development from August l st 2006 to 18 th October 2009. 

Duties and Responsibilities 

Financial 

• Implement all Financial and administrative procedures and Controls. 

• Ensure all Financial transactions are carried out and recorded in accordance with standard 
Financial procedures in the accounting Software 

• Prepare cash flow statements and ensure availability of sufFicient funds at bank 

• Certify all disbursement, receipt and journal vouchers 

• Attach all supporting documents with the vouchers 

• Train Finance/Administration staff about implementing partners. 

• Review and negotiated agreements and budgets with implementing partners for NCHD 
projects. 

• Quarterly verify Financial statements and progress reports of NCHD funded projects and 
reporting to Headquarters. 

• Prepared and Checked monthly Financial statement of HDSU 

• Monitored actual expenditures of HDSU and CSOs versus budget 

• Prepared monthly fund reconciliation statement 

Administrative 

• Prepared proper maintenance of log books of vehicles, OHP, Multimedia, Photocopier, 
ete. 

• Prepared monthly fuel consumption report 

• Allocated vehicles to staff (particularly making sure that projeet staff are dropped off and 
collected in the effieient manner). 

• Prepared validity of agreements i.e. premises, vehicle rent, ete. 

• Properly maintained automobiles and equipments. 

• Supervised maintenance of inventory reeord 

• Recovered all personal telephone calls and usage of vehicles 

• Ensured implementation of proper seeurity procedures 

• CertiFied monthly attendance sheets 

• Prepared financial/administrative Filing and reeords. 

Human Resource 

• Workers Compensation 

• Performance Appraisal 

• Training and Development Programs. 

• Dispute Resolution 


> Two (2) months internship at PIA Headquarters Karachi 









Computer Skills: 


> MS Office. MS DOS, 

> Working Knovvledge of World Bank Client Connection. Client Connection is Online 
International System used in bank for Financial Reporting. 

> Working knovvledge of SAP. 

> Working knovvledge of PROMIS (Project Management Information system) Software used 
for financial reporting in UNDP. 

> Working knovvledge of 4 QM for Windows’. Software used for Management Science and 
Operations Research (MS/OR)... 

> Working Knowledge of FICS (Financial Information Control System). 

> Working knowledge of ‘Peachtree Accounting’, Software for maintaining accounts anc 
generating annual statements. 

> Working knovvledge of ‘Quicken’, Software for maintaining accounts and generating annual 
statements. 

T rainingsAVorkshops 

> Attended World Bank’s Two days Training on Procurement and Contract Management at 
Islamabad, March 11-13, 2013. 

> Attended World Bank’s Three days workshop on Financial Management (Cash basis IPSAS) 
at Islamabad, August 26-28, 2013. 

> Attended World Bank’s Three days Training on Interactive Procurement and Contract 
Management in Quetta, April 23-25, 2014. 

> Attended World Bank’s Two days workshop on Project Closure at Islamabad, May 21-22, 
2015. 

> Attended Asian Disaster Preparedness Centef s Five days Course on 4th Regional course on 
End to End Multi Hazard Early Warning System (EWS-4) at Bangkok, Thailand, June 8-12, 
2015. 

> Attended Higher Education Commission’s (HEC) Five days Training on Accounts and 
Auditing in Public Sector Universities at Quetta, November 9-13, 2015. 

> Attended Higher Education Commissioifs (HEC) Four days Training on standardization of 
Financial Rules in Public Sector Universities at Karachi, January 3-6, 2017. 

> Attended University of GIasgow’s Five days Training on Leadership Capacity Building 
Programme for Lasbela University of Agriculture, Water, and Marine Sciences at Glasgow, 
United Kingdom, September 10-15, 2017. 


Distinction: 

> Second position in MBA (Session 2004-2006), University Of Balochistan. 

Languages Known: 

> English, Brahavi, Balochi and Urdu. 



References: 

> Barkatullah Kakar 
Project Director 

Balochistan lntegrated Water Resources Management 
Development Project (B1WRMDP) World Bank 
PhoneNo 081-2870704 

> Attaullah 
Director 

Provincial Disaster Management Authority (PDMA) 
Airport Road, Quetta. 

Mobile No. 03448060532 081 -2880313 




